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COMUSMARCENTO 5210.1

From: Commander
To: Distribution List

Subj: RECORDS MANAGEMENT PROGRAM

Ref: (a) MCO 5210.11E
(b) SECNAVINST 5212.5D
(c) SECNAV M-5210.2
(d) NAVMC 5210.11E
Encl: (1) Sample File Folder

(2) Identification Sample Correspondence Files Outline

1. Purpose. To establish a records management program within
Headquarters (HQ), Marine Corps Forces Central Command (MARCENT)
as required by reference (a).

2. Objective. The objective  of the records management system is
improved management efficiency in paperwork operations and
administrative responsiveness. It is achieved through the
application of the following techniques:

a. Control the creating of new records and ensure the
efficient, economical use of existing ones.

b. Where possible, improve and simplify existing records
systems and paperwork processes.

c. Keep routine requirements to a minimum, eliminate
unnecessary and duplicate files and, per reference (b), destroy
without filing that material which has no record value.

3. Action. To accomplish the objective, the Staff Sections and
Headquarters Company of this organization will:

a. Ensure the use of correct SSIC’s in accordance with
reference (c) on all correspondence generated by a specific
office.
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b. Establish a correspondence filing system similar to that
provided by enclosure (2). Deviations (such as
additions/deletions) from the correspondence files outline
depicted by enclosure (2) are authorized.

c. Ensure a complete copy of all correspondence signed “By
direction” of the Commander and Deputy Commander is submitted to
the MARCENT Directives Control Point (DCP).

d. Establish correspondence file folders as depicted by
enclosure (1), and reference (d). Draft folders, medium weight,
147 1b (11 point), square cut, reinforced self-tab.

e. Ensure correspondence file folders are labeled in
accordance with enclosure (1), and reference (4).

f. Ensure files outline is prepared covering all
correspondence records held in accordance with reference (a) and
as depicted by enclosure (2) of this Order.

g. Ensure files custodians are familiar with the contents
of the references. Further guidance is available from the
MARCENT DCP.

h. Ensure a copy of a completed correspondence files
outline as depicted by enclosure (2) for records held is posted
on the files cabinet or first file folder just inside the file
drawer as required by reference (4d).

4. Records Disposition. Retention of records caused by this
Order will be disposed of in accordance with reference (b).

GARY S. SUPNICK
Chief of Staff

DISTRIBUTION: A
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OPEN: DESTROY-2008
1000 GENERAL MILITARY ' TEMP. SECNAVINST 5212.5D
PERSONELL RECORDS CLOSE: Part ITI Chap 1
' Par 1000 (2)-2 YRS
OPEN: DESTROY-2008
1050 LEAVE AND LIBERTY TEMP. SECNAVINST 5212.5D
. CLOSE- Part ITl Chap 1
' Par 1050 (1)-2 YRS
- OPEN. DESTROY-2008
1300 ASSIGNMENT AND ‘ TEMP. SECNAVINST 5212.5D
DISTRIBUTION _ Part ITI Chap 1
CLOSE: Par 1300 (1)-2 YRS
OPEN. DESTROY-2008
1320 GENERAL ORDERS TEMP. SECNAVINST 5212.5D
: CLOSE: Part 11T Chap 1
Par 1320 (1)-2 YRS
OPEN. DESTROY-2008
1330 PERSONNEL REQUEST TEMP. SECNAVINST 5212.5D
CLOSE: Part ITI Chap 1
Par 1330 (1)-2 YRS
OPEN. DESTROY-2008
1400 PROMOTION AND ' TEMP. SECNAVINST 5212.5D
ADVANCEMENT _ Part Il Chap 1
CLOSE: Par 1400 (1)-2 YRS
OPEN. DESTROY-2008
1500 TRAINING AND : TEMP. SECNAVINST 5212.5D
EDUCATION _ Part I1I Chap 1
CLOSE: Par 1500 (1)-2 YRS
OPEN: DESTROY-2008
1601 DUTIES AND : TEMP. SECNAVINST 5212.5D
WATCHES _ Part Il Chap 1
CLOSE: Par 1601 (1)-2 YRS
OPEN: DESTROY-2008
1610 PERFORMANCE AND ‘ TEMP. SECNAVINST 5212.5D
CONDUCT , Part Il Chap 1
CLOSE: Par 1610 (1)-2 YRS
. DESTROY-2008
1650 DECORATIONS, OPEN: TEMP. SECNAVINST 5212.5D
MEDALS, Part III Chap 1
AWARDS CLOSE: P

Par 1650 (1) (F)-2 YRS

Enclosure (!)
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2005 FILES OUTLINE

SSIC SUBJECT

1000 MILITARY PERSONNEL
(GENERAL

1040 RETENTION/CAREER
PLANNING

1050 LEAVE AND LIBERTY

1100 RECRUITING (GENERAL)

1300 ASSIGNMENT AND
DISTRIBUTION

1330 PERSONNEL REQUEST

1400 PROMOTION AND
ADVANCEMENT

1500 TRAINING AND
ECDUCATION

1601 DUTIES AND WATCHES

1610 PERFORMANCE AND
CONDUCT

1650 DECORATIONS, MEDALS
AND AWARDS (GENERAL)

RETENTION STANDARDS

TEMP. JAN 2008 - DESTROY
SECNAVINST 5212.54D, PART
ITI, CHAP 1 PAR 1000 (2),
2 YEARS

TEMP. JAN 2008 - DESTROY
PAR 1040 (3), 1 YEAR

TEMP. DESTROY WHEN 6
MONTHS OLD SECNAVINST
5212.5D, PART III, CHAP 1
PAR 1050 (1), 6 MONTHS
TEMP. JAN,L008 - DESTROY
SECNAVINST 5212.5D, PART
III, CHAP 1 PAR 1100 (1),

-3 YEARS

TEMP. JAN 2008 - DESTROY
SECNAVINST 5212.5D, PART
III, CHAP 1 PAR 1300 (1),
2 YEARS

TEMP. JAN 2008 - DESTROY
SECNAVINST 5212.5D, PART
ITI, CHAP 1 PAR 1330 (1),
2 YEARS

TEMP. JAN 2008 - DESTROY
SECNAVINST 5212.5D, PART
III, CHAP 1 PAR 1400 (2),
2 YEARS

TEMP. JAN 2008 - DESTROY
SECNAVINST 5212.5D, PART
III, CHAP 1 PAR 1500
(11B), 2 YEARS

TEMP. JAN 2008 - DESTROY
SECNAVINST 5212.5D, PART
III, CHAP 1 PAR 1601 (1),
2 YEARS

TEMP. JAN 2008 - DESTROY
SECNAVINST 52.5D, PART
III, CHAP 1 PAR 1610 (1),
2 YEARS

TEMP. JAN 2008 — DESTROY
SECNAVINST 5212.5D, PART
III, CHAP 1, PAR 1650
(1F), 2 YEARS

Enclosure (2)



1650/1

1650/2

1650/3

1650/4

1650/5

1650/6

1650/7

1650/8

1650/9

1650/10

1650/13

DECORATIONS MEDALS AND
AWARDS (BS)

DECORATIONS, MEDALS
AND AWARDS (MSM)

DECORATIONS, MEDALS
AND AWARDS (NCM)

DECORATIIONS, MEDALS
AND AWARDS (NAM)

DECORATIONS, MEDALS
AND AWARDS (COC)

DECORATIONS, MEDALS
AND AWARDS (MM)

DECORATIONS, MEDALS
AND AWARDS (AM)

DECORATIONS, MEDALS

AND AWARDS (PH)

DECORATIONS, MEDALS
AND AWARDS (SS)

DECORATIONS, MEDALS
AND AWARDS (NX)

DECORATIONS, MEDALS
AND AWARDS (NM)
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TEMP. JAN 2008 -~ DESTROY
SECNAVINST 5212.5D, PART
ITI, CHAP 1, PAR 1650/1
(1F), 2 YEARS

TEMP. JAN 2008 - DESTROY
SECNAVINST 5212.5D, PART
III, CHAP 1, PAR 1650/2
(1F), 2 YEARS

PERM. JAN 2008 - TRANSFER
TO WNRC WHEN 2 YEARS OLD,
SECNVINST 5212.5D, PART
III, CHAP, PAR 1650/3
(1F)

PERM. JAN 2008 - TRANSFER
TO WNRC WHEN 2 YEARS OLD,
SECNVINST 5212.5D, PART
IIT, CHAP 1, PAR 1650/4
(1F)

TEMP. JAN 2008 - DESTROY
SECNVINST 5212.5D, PART
III, CHAP 1, PAR 1650/5
(1F), 2 YEARS

TEMP. JAN 2008 - DESTROY
SECNVINST 5212.5D, PART
III, CHAP 1, PAR 1650/6
(1F). 2 YEARS

TEMP. JAN 2008 - DESTROY
SECNVINST 5212.5D, PART
III, CHAP 1, PAR 1650/7
(1), 3 YEARS

PERM. JAN 2009 - DESTROY
SECNVINST 5212.5D, PART
III, CHAP 1, PAR 1650/8
(1), 3 YEARS

PERM. JAN 2009 - DESTROY
SECNVINST 5212.5D, PART
III, CHAP 1, PAR 1650/8
(1), 3 YEARS

PERM. JAN 2009 - DESTROY
SECNVINST 5212.5D, PART
III, CHAP 1, PAR 1650/8
(1), 3 YEARS

PERM. JAN 2009 - DESTROY
SECNVINST 5212.5D, PART
I1I, CHAP 1, PAR 1650/8
(1), 3 YEARS

Enclosure (&)
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1700

3040

5000

MORALE AND

- PERSONAL AFFAIRS

CASUALTIES

GENERAL
ADMINISTRATIONS

TEMP. JAN

2008 - DESTROY

SECNVINST

5212.5D, PART

III, CHAP

1 PAR 1700 (1),

3 YEARS
TEMP. JAN

2008 - DESTROY

SECNVINST

5212.5D, PART

III, CHAP

1 PAR 3040 (1),

1 YEAR
TEMP. JAN

2008 - DESTROY

SECNVINST

5212.5D, PART

ITI, CHAP

1 PAR 5000 (2),

2 YEARS

an

Enclosure (2)



